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Solicitation  Number:
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Goods and services to be

purchased: SUBSTANCE ABUSE TREATMENT NEEDS SURVEY

Please complete
Company Name Federal Tax Identification Number

Ordering Address City State Zip Code

Remittance Address (if different from ordering address) City State Zip Code

Type 
        Corporation           Partnership          Proprietorship           Government

Company Contact Person

Telephone Number (include area code) Fax Number (include area code)

Company’s Internet Web Address Email Address

Discount Terms (for bid purposes, bid discounts less than 30 days will not be
considered)

Days Required for Delivery After Receipt of Order (see attached for any
required minimums)

The following documents are included in this solicitation: Solicitation forms, instructions and general provisions, and
specifications.  Please review all documents carefully before completing.

The undersigned certifies that the goods or services offered are produced, mined, grown, manufactured, or performed in
Utah. Yes_____ No_____.  If no, enter where produced, etc.___________________________________________
Offeror’s Authorized Representative’s Signature Date

Type or Print Name Position or Title



STATE OF UTAH
DIVISION OF PURCHASING 

Request for Proposal Solicitation Number:

Due Date:

RM5019

10/19/04

Vendor Name:  

SUBSTANCE ABUSE TREATMENT NEEDS SURVEY PER ATTACHED RFP.

QUESTIONS ON SPECIFICATIONS CALL MERRY REED AT (801) 538-4268.
QUESTIONS ON PURCHASING PROCESS (NOT RELATED TO SPECIFICATIONS) CALL ROSELLE MILLER AT (801) 538-3232.

RX:  200 52000000004
COMMODITY CODE: 95206



REQUEST FOR PROPOSAL - INSTRUCTIONS AND GENERAL PROVISIONS

1. PROPOSAL PREPARATION:    (a)  All prices and notations must be in
ink or typewritten.    (b)  Price each item separately.  Unit price shall be
shown and a total price shall be entered for each item bid.   (c)  Unit price
will govern, if there is an error in the extension.  (d)  Delivery time of
services and products as proposed is critical and must be adhered to.  (e)
All products are to be of new, unused condition, unless otherwise
requested in this solicitation.  (f) Incomplete proposals may be rejected.  (g)
This proposal may not be withdrawn for a period of 60 days from the due
date.  (h) Where applicable, all proposals must include complete
manufacturer’s descriptive literature.  (i) By signing the proposal the offeror
certifies that all of the information provided is accurate, that they are willing
and able to furnish the item(s) specified, and that prices offered are
correct.

2. SUBMITTING THE PROPOSAL:  (a)  The proposal must be signed in ink,
sealed, and if mailed, mailed in a properly-addressed envelope to the
DIVISION OF PURCHASING, 3150 State Office Building, Capitol Hill, Salt Lake
City, UT 84114-1061.  The "Solicitation Number" and "Due Date" must
appear on the outside of the envelope.  (b)  Proposals, modifications,
or corrections received after the closing time on the "Due Date" will be
considered late and handled in accordance with the Utah Procurement
Rules, section 3-209.  (c)  Your proposal will be considered only if it
is submitted on the forms provided by the state.  Facsimile
transmission of proposals to DIVISION will not be considered.  (d) 
All prices quoted must be both F.O.B. Origin per paragraph 1.(c) and F.O.B.
Destination.  Additional charges including but not limited to delivery,
drayage, express, parcel post, packing, cartage, insurance, license fees,
permits, costs of bonds, or for any other purpose must be included in the
proposal for consideration and approval by the Division of Purchasing &
General Services (DIVISION).  Upon award of the contract, the shipping
terms will be F.O.B. Destination, Freight Prepaid with freight charges to be
added to the invoice unless otherwise specified by the DIVISION. No charge
for delivery, drayage, express, parcel post, packing, cartage, insurance,
license fees, permits, costs of bonds, or for any other purpose will be paid
by the state unless specifically included in the proposal and accepted by
DIVISION.   (e)  By signing the proposal the offeror certifies that all of the
information provided is accurate and that he/she offers to furnish
materials/services for purchase in strict accordance with he requirements
of this proposal including all terms and conditions.

3. SOLICITATION AMENDMENTS:  All changes to this solicitation will be
made through written addendum only.  Bidders are cautioned not to
consider verbal modifications.

4. PROPRIETARY INFORMATION:  Suppliers are required to mark any
specific information contained in their bid which is not to be disclosed to the
public or used for purposes other than the evaluation of the bid.  Each
request for non-disclosure must be accompanied by a specific justification
explaining why the information is to be protected. Pricing and service
elements of any proposal will not be considered proprietary.  All material
becomes the property of the state and may be returned only at the state's
option.  Proposals submitted may be reviewed and evaluated by any
persons at the discretion of the state.

5. BEST AND FINAL OFFERS: Discussions may be conducted with
offerors who submit proposals determined to be reasonably susceptible of
being selected for award for the purpose of assuring full understanding of,
and responsiveness to, solicitation requirements.  Prior to award, these
offerors may be asked to submit  best and final offers.  In conducting
discussions, there shall be no disclosure of any information derived from
proposals submitted by a competing offeror.

6. SAMPLES:  Samples, brochures, etc., when required, must be
furnished free of expense to the state and if not destroyed by tests may,
upon request made at the time the sample is furnished, be returned at the
offeror's expense.

7. DIVISION APPROVAL:  Contracts written with the State of Utah, as a
result of this proposal, will not be legally binding without the written

approval of the Director of the DIVISION.

8. AWARD OF CONTRACT:  (a)  The contract will be awarded with
reasonable promptness, by written notice, to the lowest responsible offeror
whose proposal is determined to be the most advantageous to the state,
taking into consideration price and evaluation factors set forth in the RFP.  No
other factors or criteria will be used in the evaluation.  The contract file shall
contain the basis on which the award is made. Refer to Utah Code Annotated
65-56-21.  (b)  The DIVISION can reject any and all proposals.  And it can
waive any informality, or technicality in any proposal received, if the DIVISION
believes it would serve the best interests of the state.            (c)  Before, or
after, the award of a contract the DIVISION has the right to inspect the
offeror's premises and all business records to determine the offeror's ability
to meet contract requirements.  (d) The DIVISION will open proposals publicly,
identifying only the names of the offerors.  Proposals and modifications shall
be time stamped upon receipt and held in a secure place until the due date. 
After the due date, a register of proposals shall be established.  The
register shall be open to public inspection, but the proposals will be seen
only by authorized DIVISION staff and those selected by DIVISION  to evaluate
the proposals.  The proposal(s) of the successful offeror(s) shall be open for
public inspection for 90 days after the award of the contract(s).  (e)  Utah
has a reciprocal preference law which will be applied against bidders bidding
products or services produced in states which discriminate against Utah
products.  For details see Section 63-56 20.5 -20.6, Utah Code Annotated.  

9. ANTI-DISCRIMINATION ACT:  The offeror agrees to abide by the
provisions of the Utah Anti-discrimination Act, Title 34 Chapter 35, U.C.A.
1953, as amended, and Title VI and Title VII of the Civil Rights Act of 1964 (42
USC 2000e), which prohibit discrimination against any employee or applicant
for employment, or any applicant or recipient of services, on the basis of
race, religion, color, or national origin; and further agrees to abide by
Executive Order No. 11246, as amended, which prohibits discrimination on the
basis of sex; 45 CFR 90 which prohibits discrimination on the basis of age,
and Section 504 of the Rehabilitation Act of 1973 or the Americans with
Disabilities Act of 1990, which prohibits discrimination on the basis of
disabilities.  Also offeror agrees to abide by Utah's Executive Order, dated
March 17, 1993, which prohibits sexual harassment in the workplace. 
Vendor must include this provision in every subcontract or purchase order
relating to purchases by the State of Utah to insure that the subcontractors
and vendors are bound by this provision.

10. WARRANTY:  The contractor agrees to warrant and assume
responsibility for all products (including hardware, firmware, and/or software
products) that it licenses, contracts, or sells to the State of Utah under this
contract for a period of one year, unless otherwise specified and mutually
agreed upon elsewhere in this contract.  The contractor (seller)
acknowledges that all warranties granted to the buyer by the Uniform
Commercial Code of the State of Utah applies to this contract.  Product liability
disclaimers and/or warranty disclaimers from the seller are not applicable to
this contract unless otherwise specified and mutually agreed upon elsewhere
in this contract.  In general, the contractor warrants that: (1) the product will
do what the salesperson said it would do, (2) the product will live up to all
specific claims that the manufacturer makes in their advertisements, (3) the
product will be suitable for the ordinary purposes for which such product is
used, (4) the product will be suitable for any special purposes that the State
has relied on the contractor’s skill or judgement to consider when it advised
the State about the product, (5) the product has been properly designed and
manufactured, and (6) the product is free of significant defects or unusual
problems about which the State has not been warned.  Remedies available to
the State include the following: The contractor will repair or replace (at no
charge to the State) the product whose nonconformance is discovered and
made known to the contractor in writing.  If the repaired and/or replaced
product proves to be inadequate, or fails of its essential purpose, the
contractor will refund the full amount of any payments that have been made.  
Nothing in this warranty will be construed to limit any rights or remedies the
State of Utah may otherwise have under this contract.

11.  DEBARMENT:  The CONTRACTOR certifies that neither it nor its principals
are presently debarred, suspended, proposed for debarment, declared



ineligible, or voluntarily excluded from participation in this transaction
(contract) by any governmental department or agency.  If the
CONTRACTOR cannot certify this statement, attach a written explanation
for review by the STATE.

12.  GOVERNING LAWS AND REGULATIONS:  All State purchases are
subject to the Utah Procurement Code, Title 63, Chapter 56 Utah Code
Annotated 1953, as amended, and the Procurement Rules as adopted by
the Utah State Procurement Policy Board (Utah Administrative Code Section
R33).  These are available on the Internet at www.purchasing.utah.gov.  

(Revision 14 Mar 2003 - RFP Instructions)



REQUEST FOR PROPOSAL 
 UTAH “SUBSTANCE ABUSE TREATMENT NEEDS” SURVEY 

 
SOLICITATION # RM5019 

 
 
I. PURPOSE: 
 

The purpose of this Request for Proposal (RFP) is to enter into a contract with a qualified firm to 
conduct a statewide telephone survey of substance use, and need for substance abuse treatment 
in Utah. 

 
 It is anticipated this RFP may result in a contract award to a “single contractor”. 
 

This RFP is designed to provide interested Offerors with sufficient basic information to submit 
proposals meeting all stated requirements, but is not intended to limit a proposal’s content or exclude 
any relevant or essential data.  Offerors are at liberty and are encouraged to expand upon the 
specifications to evidence service capability under any agreement. 

 
II. GENERAL INFORMATION: 
 
 A.  ISSUING OFFICE AND RFP REFERENCE NUMBER: 
   

The State of Utah Division of Purchasing is the issuing office for this document and all 
subsequent addenda relating to it, on behalf of the Department of Human Services, Division of 
Substance Abuse and Mental Health (DHS/DSAMH).  The reference number for the 
transaction is Solicitation #  RM5019.   This number must be referred to on all proposals, 
correspondence, and documentation relating to the RFP. 

 
 B. PROPOSAL SUBMISSION: 
 
  One Original and Five identical copies of your proposal must be received at:  
   
    State of Utah, Division of Purchasing 
    Room, 3150 State Office Building 
    Salt Lake City, Utah 84114 
 

prior to the closing date and time specified.  Proposals received after the deadline will be late 
and ineligible for consideration. 

 
 C. LENGTH OF CONTRACT: 
 

The Contract resulting from this RFP will be for a period of fifteen months.  A review of the 
survey information will occur at the end of the original contract period and DHS/DSAMH may 
determine the need to extend the contract for a period of months up to one additional year. 

 
 D. PRICE GUARANTEE PERIOD: 
 

The Contract resulting from the RFP will contain a fixed dollar amount and all Offeror pricing 
must be guaranteed for the entire term of the contract. 

 
 E. STANDARD CONTRACT TERMS AND CONDITIONS: 
 

Any Contract resulting from this RFP will include the State’s standard terms and conditions.  
These may be accessed at:  http://www.purchasing.utah.gov/contractinfo/TermsAgency.pdf 
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 F. QUESTIONS: 
 

All questions must be submitted in writing and may be submitted to:  Merry E. Reed, 
DHS/DSAMH Contract Analyst, Via email at: mereed@utah.gov;  or via fax at:  801-538-
9892. 

 
Questions must be submitted at least 10 days prior to the due date of this RFP.  Questions 
received after that date may not be answered.  Answers will be given via an addendum posted 
on the Division of Purchasing website prior to the RFP response due date.   

        
G. DISCUSSIONS WITH OFFERORS (ORAL PRESENTATION): 

 
An oral presentation by an Offeror to clarify a proposal may be required at the sole discretion 
of the State.  However, the State may award a Contract based on the initial proposals 
received without discussion with the Offeror.  If oral presentations are required, they will be 
scheduled after the submission of proposals.  Oral presentations will be made at the Offeror’s 
expense. 

 
 H. PROPRIETARY INFORMATION: 
 

The proposal of the successful Offeror becomes public information.  Proprietary information 
can be protected under limited circumstances such as client lists and non-public financial 
statements.  Pricing and service elements are not considered proprietary. An entire proposal 
may not be marked as proprietary.  Offerors must clearly identify in the Executive Summary 
and mark it in the body of the proposal any specific proprietary information they are requesting 
to be protected.  The Executive Summary must contain specific justification explaining why the 
information is to be protected.  Proposals may be reviewed and evaluated by any person at 
the discretion of the State.  All materials submitted become the property of the State of Utah 
and may be returned only at the State’s option.  

 
 I. CONSIDERATION OF PROPOSALS: 
 

The State of Utah may award a contract based on the initial proposals received, without 
discussion of such proposals.  According, each initial proposal should be submitted with the 
most favorable price and service standpoint.  The State reserves the right to reject any or all 
proposals received.  Failure to respond to each required item may eliminate the proposal 
from further consideration. 

 
 
III. DETAILED PROJECT SCOPE OF WORK:   
 
 A. DESCRIPTION OF PROJECT: 
 

The Offeror will conduct a statewide survey of 5,200 adult respondents through a telephone 
survey.  The purpose of the telephone survey is to randomly, throughout the day, survey 
adults on “Substance Use” and “The Need For Substance Abuse Treatment In Utah”  The 
survey consists of the existing State Treatment Needs Assessment Program (STNAP) 
questionnaire updated to meet the needs of the current survey. 

 
 B. PROJECT OBJECTIVES / OUTCOMES : 
 

The Offeror will perform survey research of 5,20 Utahans statewide through the STNAP 
questionnaire.  The survey Sampling of the State of Utah will assist DHS/DSAMH in 
determining the needs of Treatment for Substance Use. 

 



 3 

 C. SAMPLING: 
 

The sample will be stratified on a County level, with the exception of Salt Lake County.  Salt 
Lake County surveys will be expected to be reasonable spread among the county zip codes.  
Three to four strata, to be determined jointly with the Contractor will be made up of clusters of 
zip codes.  The final sample should have a margin of error of no more than +/- 5%, at a 95% 
confidence level for each strata. 

 
 D. PRE-TEST AND SURVEY QUESTIONNAIRE: 
 
  The Contractor will use the updated STNAP questionnaire in the survey. 
 

1. Contractor Pre-Test:  The Contractor will pre-test and initially survey 25 respondents  
to finalize the questionnaire design.  The Contractor will: 

 
a. Codebook:  provide the frequency of codebook data from the pre-testing 

interviews, 
   b. Modifications:  make any requested modifications and revisions,  

c. Valid Responses:  work with DHS/DSAMH to ensure the collection of valid 
survey responses, 

d. Pre-Test Method:  establish a method for pre-testing the questionnaire, 
NOTE: The pre-test interviews will not be included as part of the overall 5,200 
interviews for the survey. (The draft survey is Appendix 3). 

e. Timeline:  adhere to a timeline for submitting preliminary pre-testing frequency 
data that is clean, and output print for initial review by DHS/DSAMH. 

 
  2. Contractor Responsibilities:  The Contractor will: 
   
   a. Phone Numbers:  be responsible for providing phone numbers for the survey. 

b. Final Sampling Plan:  assist DHS/DSAMH in developing a final sampling plan.  
The minimum requirements are: 
1) Sample Size:  the sample size will be approximately 5,200 adult 

respondents statewide. 
2) Stratification:  the sample will be stratified on a County level, with the 

exception of Salt Lake County.  Salt Lake county surveys will be 
expected to be reasonably spread among the county zip codes.  
Three to four strata, to be determined jointly with the Contractor, will 
be made up of clusters of zip codes. 

3) Margin of Error:  the final sample should have a margin of error of no 
more than + / - 5% at a 95% confidence level for each strata. 

 
 E. INTERNAL REVIEW BOARD (IRB):    
 

The Contractor will provide all assistance necessary to gain required approval for the project 
through the DHS/DSAMH Internal Review Board in a timely manner.    

 
 F. ADDITIONAL SURVEY REQUIREMENTS:   
 

1. CATI System:  Conduct interviews in a central interviewing facility using Computer-
Assisted Telephone Interviewing (CATI) or similar software system to pre-test the 
questions and conduct the interview. 

 
2. Interview Schedule:  Conduct survey interviews during the day, evening and 

weekends to ensure that a representative sample of Utahans are contacted.  
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3. Interviewer Training:  Employ interviewers who are ready to work, and trained in the 
basics of standardized survey interviewing techniques, including non-influential 
probing, prompting, clarification, and other aspects f appropriate demeanor prior to the 
initiation of the survey.  Train interviewers on the use of the CATI or similar system, 
the survey, and the policies, procedures, and protocol provided by DHS/DSAMH. 

 
4. Bilingual Interviewers:  Approximately 10% of the surveys will be conducted in 

Spanish.  The Contractor will have available bilingual Spanish-English speaking 
interviewers during all interviewing hours.  Bilingual interviewers conduct telephone 
survey interviews speaking from a translated questionnaire provided by DHS/DSAMH. 

 
5. Interview Length:  The survey interview is designed to take an average of 20 minutes 

to administer to each adult respondent once the screening criteria have been met and 
their cooperation has bee elicited. 

 
a. Questionnaire Modification:  After survey pre-testing has been completed and 

average length of interview established, the questionnaire may be modified, 
subject to DHS/DSAMH approval, to accommodate the given contracted 
interview length. 

b. Survey Length:  Survey calls can range in interview time from “0” to “60” 
minutes.  A small percentage of respondents may be eligible to answer all 
questions in the survey. 

 
  6. Weighting:   
 

a. Finalize Plan:  Work with DHS/DSAMH to finalize the sampling plan, making 
suggestions to reduce bias where necessary; provide advice on weighting; 
and do the weighting for this project. 

   b. Unit of Analysis:  The unit of analysis is the respondent. 
c. Weighting Requirements:  The weighting will incorporate unequal numbers of 

residential phone lines into household, overall proportions by age, race and 
sex, and non-response. 

   
  7. Interviewer Supervision:  
 

a. Interviewer Monitoring:  Supervise all interviewers and monitor their 
performance continuously. 

b. Number Monitored:  A supervisor will monitor no more than eight interviewers 
at one time.  

c. Supervisor Interviewing:  Supervisory personnel will not conduct telephone 
interviews while they are supervising interviewers.  

d. Supervisor Monitoring:  Supervisors will monitor at least 10% of all calls made 
by interviewers.    

 
8. Conduct Survey Interviews:  Interviews will be completed according to the following 

criteria:   
 

a. Respondent Selection:  The respondent will be an adult, 18 or older, randomly 
selected from adults in all Utah households with telephones.  The “latest 
birthday method” will be used to select the appropriate respondent in a 
household. 

b. Sample Size:  The sample will include approximately 5,200 adult Utahans.  
The sample will be stratified on a County level, with the exception of Salt Lake 
County, which will be stratified by zip code. 

c. Telephone Numbers:  Telephone numbers for interviews will be selected 
using an electronic or hand method. 
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d. Callback Attempts:  A minimum of eight (8) attempts will be made to call each 
randomly selected residential phone number and each respondent within the 
household at that phone number. 
1) A system shall be in place to optimize callback attempts so that 

phone numbers are called at different times of the day and different 
days of the week to maximize the survey’s response rates. 

2) No ore than three (3) daytime calls will be made unless the 
interviewer has sufficient justification to warrant that the potential 
respondent is available during the day. 

e. Scheduled Callback Appointments:  A system shall be in place to allow and 
schedule callback appointments at a specified time.  The system will: 

    1) Complete interviews partially completed. 
    2) Call respondents back at times more convenient. 

3) Call respondents back at times when, based on the outcomes of prior 
calls, the target respondents are more likely to be at home. 

4) The scheduling system should allow the interviewer to enter the dates 
and times for the interviews and alert interviewers to call respondents 
at the scheduled time. 

f. Refusal Conversions:  Re-contact all interview break-offs and refusals at least 
once by an experienced interviewer to attempt to convert them to a completed 
interview. 

g. Rules of Replacement:  The Rules of Replacement, described in Appendix 
#2, for ineligible phone numbers. 

h. Survey Response Rate:  A minimum response rate of 70% will be achieved 
by: 

    1) controlling the sample phone numbers, and  
2) assuring an adequate number of callbacks and refusal conversion 

attempts have been made. 
 

9. Bi-Weekly Updates:  The Contractor will provide bi-weekly updates, on the disposition 
of all phone numbers used in the study, to the DHS/DSAMH via email. 

 
  10.  Call Outcomes Reports: 
 

a. Once data collection has begun, reports on call outcomes and frequencies of 
survey responses will be directed to DHS/DSAMH every two weeks through 
electronic medium (e.g.:  email, CD, Zip Disk, etc). 

b.  A final Outcome Report is required within 30 days of completing the 5,200 
Telephone Surveys, or at the direction of the Director, DHS/DSAMH. 

  11.  Survey Completion:   
 

a. All telephone surveys will be completed within 10 months from the start date 
of the contract unless DHS/DSAMH approves an extension. 

b. A final project report is required within 60 days of survey completion.  The 
report will include a description of the data collection, methodology, response 
count, and the final survey data cleaned and delivered to the Division an 
electronic medium. 

 
IV. DHS/DSAMH WILL:  
 

A. Draft the Questionnaire, including skip patterns and other logic, in English and Spanish.  The 
questions in the survey will be obtained from the STNAP survey. 

 
B. Complete the Department IRB packet.  The Division will complete the IRB packet necessary to 

gain department approval. 
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C. Work with the Contractor to develop the final sampling plan.  Work with the Contractor to 
ensure the sampling strategy employed is cost effective and efficient.  Final approval for the 
sampling plan will come from the DHS/DSAMH. 

 
D. Revise the Survey, in collaboration with the Contractor once the pre-test process is completed 

(e.g.:  rewording of questions, change to data collection protocol), and approve the final 
survey. 

 
 E. Provide survey specifics, policies and procedures for this survey. 
 
 F. Periodically conduct on-site visits to the Contractor to validate contract terms. 
 
 
V. PROPOSAL RESPONSE FORMAT:   
 

This section constitutes the major portion of the Offeror’s Proposal and requires a specific point-by-
point response and reference to each of the requirements identified below .  The purpose is to 
obtain detailed information regarding the Offeror’s ability to meet or exceed the requirements of this 
RFP.  The items in this section are mandatory and the Offeror’s response to each will allow 
DHS/DSAMH to evaluate the Offeror’s ability to provide the service requested in this RFP. 

 
 A. RFP FORM: 
 
  The State’s Request for Proposal form completed and signed. 
 
 B. EXECUTIVE SUMMARY:   
 

The Offeror’s proposal will be described in a one or two page executive summary.  This 
summary should highlight the major features of the proposal and identify any supporting 
information considered pertinent.  It must indicate any requirements that cannot be met by the 
Offeror, and identify any request for “Proprietary” information   

 
 C. ASSIGN A POINT OF CONTACT: 
 
  Provide one point of contact for all activities related to this contract. 
 
 D. CHECKLIST: 
 
  The Offeror will verify they have met each of the Technical Requirements of this RFP. 
 
 E. DETAILED DISCUSSION: 
 

This section should constitute the major portion of the proposal and must contain at least the 
following information: 

 
1. Narrative Overview:  Provide a detailed narrative overview of the Offeror’s 

assessment of the work to be performed and the ability to complete those aims, along 
with the resources necessary to meet the requirements of this RFP. 

 
  2. Scope of Work –TECHNICAL: Items listed below require a detailed response: 
 

a. Contractor Pre-Test:  Describe the method for pre-testing the questionnaire in 
the proposal.  (The draft survey is included in Appendix 3) 

b. Timeline:  Provide a timeline for submitting preliminary pre-testing frequency 
data that is clean, and output printed for initial review. 

   c. Phone Numbers: 
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1) List Balance:  Describe how the phone list will be balanced to 
maintain appropriate stratification.  If list assistance is used, describe 
how sample bias will be mitigated.  

2) Obtaining Phone Numbers:  Describe in detail how phone numbers 
will be obtained (i.e. random digit dialing, list assistance).  

   d. Interviewer Training:  Describe the method for training the interviewers. 
   e. Bilingual Interviewers:   

1) Routing System:  Describe the system to be used to route Spanish 
speaking respondents to Spanish speaking interviewers. 

2) Flag:  Create a flag in the database distinguishing the Spanish 
speaking interviews from the English interview. 

f. Weighting Requirements:  Describe the method used for weighting.  The 
weighting will incorporate unequal numbers of residential phone lines into 
household, overall proportions by age, race, sex, and non-response. 

g. Scheduled Callback Appointments:  Describe the system to be put in place to 
allow and schedule callback appointments at a specified time as described in 
Section III, F, 3, e. 

h. Refusal Conversions:  Describe the method used to re-contact all interview 
break-offs and refusals. 

i. Survey Response Rate: Describe the method of controlling the sample phone 
numbers, to achieve a minimum response rate of 70%. 

 
3. Project Timeline:  Provide an estimated timeline for the completed project.  This may 

be an overall estimate of time.  A finalized timeline will be required within one week of 
contract must substantially mirror this estimate. 

   
4. Sample Codebook:  Detail a brief sample of a codebook, including the item 

frequencies (percentages and counts for each response category for each item). 
 

5. References:  Provide three (3) references of other similar survey projects (e.g., health 
surveys, surveys of substance abuse, etc.) conducted by your organization.  
References should demonstrate organization capacity to perform the current survey 
project. Include name of reference organization, name of contact, address, telephone 
number, and a brief description of work completed for the reference organization. 

 
6. Resumes:  Provide brief resumes of staff members who will be assigned to this 

project. 
 

7. Staff Assignments:  Percentage of time each staff member will be assigned to this 
project. 

 
  F. COST PROPOSAL: 
 

The Offeror must submit a cost proposal allowing the performance merits of the proposal to be 
evaluated, independent of the costs.  To facilitate a comparison of prices, each Offeror must 
submit their costs on the Cost Proposal sheet (see Attachment 1). 

  
VI. APPENDIX: 
 

OFFEROR INFORMATION:  The Offeror will submit the following information, statements, and/or 
documents in an Appendix.  The required documents will be organized in the order shown under tabs 
labeled with the headings indicated below: 

 
 A. LEGAL NAME: 
 

The Offeror’s full legal name to be used if awarded a Contract.   
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 B. AUTHORIZED REPRESENTATIVE: 
 

Name(s), title, and phone number of the person(s) authorized to represent the Offeror in any 
negotiations and to sign any contract awarded under this RFP.   

 
 C. MAILING ADDRESS: 
 
  The street, and mailing address, of Offeror’s business office. 
 
 D. BILLING ADDRESS: 
 
  Billing address for all contract payments if a contract is awarded to Offeror. 
 
 E. CERTIFICATION OF INCORPORATION: 
 
  Certified copy of certificate of incorporation or other duly issued authorization to do business. 
 
 F. TAX FORMS: 
 

A W-9 Form, “Request for Taxpayer Identification Number (TIN) and Certification” completed 
and signed by Offeror (W-9 forms can be obtained at the IRS web site:  
http://www.irs.gov/formspubs/index.html  or a local Internal Revenue Service office), OR, if 
Offeror does not yet have a TIN, verification of its application for a TIN.   (Offerors who submit 
the latter must provide the DHS/DSAMH with a a completed and signed W-9 form before any 
contract awarded the Offeror will be initiated.) 

 
 
VII. PROPOSAL EVALUATION CRITERIA: 
 

A committee will evaluate proposals against the following weighted criteria.  The Offeror will address 
each area of the evaluation criteria, in detail, in the Proposal. 

  
WEIGHT AND EVALUATION CRITERIA 

40% Cost:                        Total Cost on Cost Proposal 
40% Scope of Work:       Offerors Detail on Scope of Work     
10% Experience:             Demonstrated Experience and ability to meet the Scope of Work  
10% Timeline:                 Ability of the Offeror to meet the timeline. 
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Appendix  #1 
 

CALLBACK RULES 
 
 
A. A call record must be attempted at least eight (8) times if it has not reached a final disposition code. 
 
B. A call record cannot be called more than three (3) times during any one calling occasion. 
 
C. At least two (2) call attempts will be made in each type of calling occasion (weekday, weeknight, and 

weekend) before a number is considered to have reached its maximum call attempts of eight (8). 
 
D. Definitions: 
 
 Weekday:   calls made at or before 5:00 PM on a weekday (Monday to Friday). 
 Weeknight: calls made after 5:00 PM on a weekday (Monday to Friday). 
 Weekend: calls made on Saturday or Sunday. 
 
F. All calls will be documented and a list of phone number disposition categories will be provided to 

DHS/DSAMH.  This list will include, at a minimum, the following categories: 
 

• Completed interview* 
• Scheduled callback 
• Partial completed interview 
• Known non-working number* 
• Business number* 
• Group housing number* 
• Answering machine 
• No answer 
• Busy 
• Initial fast busy (fast busy encountered once) 
• Final fast bust (fast busy encountered twice)* 
• Initial fax/modem (one occurrence) 
• Final fax/modem (two occurrences)* 
• Initial refusal (some household member other than the target respondent has refused to 

participate) 
• Final refusal (a second household refusal, or the target respondent refuses to participate)* 
• Language other than English or Spanish* 
• Physical/mental impairment* 
• Eight (8) calls completed (no more than three (3) daytime calls)* 
• Eight (8) calls completed (no more than three (3) total daytime calls and no interim 

dispositions were encountered other than fast, fast busy, and no answer)* 
• Ineligible (no adults 18 or over)* 
• No callbacks required 
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Appendix # 2  
 

RULES OF REPLACEMENT 
 
Code Disposition Rule 

01 Completed Interview Do not replace 

02 Refused interview Replace after second refusal or when a first-time 
refusal will not be called a second time 

03 Non-working number 

Usually recognized by a recording or a fast busy 
signal.  Includes number changed recordings.  
Call operator or repair service when in doubt.  
Replace. 

04 Ring no answer 

A normal telephone ring that no one answers 
(answering machines do not count as an 
answer).  After 8 calling attempts with a mix of 
weekday, weeknight and weekend – if possible 
verify if the number is in service – then replace. 

05 Not a private residence 

The person answering identifies the number as a 
business or answers no when asked if this is a 
household.  This includes institutions, group 
homes, pagers, fax machines, and computer 
modems.  Replace 

06 No eligible respondent at this number 
The household does not include anyone 18 years 
or older (this does not mean the adults are away 
temporarily). Replace. 

07 
Selected respondent not available during 
the interviewing period. 

The selected respondent will not be available or 
could not be reached during the time allotted for 
the interview period.  Replace. 

08 Language barrier The selected respondent does not speak English 
or Spanish well enough to be interviewed. 

09 Interview terminated within questionnaire 

A hang up at some point after the first question 
has been asked.  Make another attempt to 
complete the questionnaire.  Replace if 2nd 
attempt is unsuccessful.  If after 2nd attempt 
respondent completes the interview through 
demographic section, record as completed 
interview. 

10 Line busy 

To be coded only after 8 calling attempts with a 
mix of weekday, weeknight and weekend – if 
possible verify if the number is in service – then 
replace. 

11 Respondent unable to communicate due 
to physical or mental impairment. 

For example, respondent is deaf. Replace. 
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Appendix  # 3 

 
STATE TREATMENT NEEDS ASSESSMENT PROGRAM 

(STNAP) 
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ATTACHMENT  #1 
 

COST PROPOSAL 
 

(Any deviation from this format may result in disqualification of proposal) 
 

 

UTAH SUBSTANCE ABUSE TREATMENT NEEDS 
REQUEST FOR PROPOSAL  -  COST PROPOSAL 

CONTRACT ITEM COST 

Finalize sampling plan with the Division and do the weighting 
 

Pre-Test the questionnaire with 25 respondents 
 

Finalize the questionnaire with the Division  
 

Telephone list 
 

Train the interviewers 
 

5,200 Interviews 
 

Estimated Average  call time costs 
 

Estimated Extended call time costs 
 

Bi-weekly updates to the Division 
 

Bi-weekly report of call outcomes 
 

Final call outcome data 
 

Other costs (itemize each) 
 

 
 

TOTAL COSTS: 
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ATTACHMENT  #  2 
 

“OFFEROR PROPOSAL CHECKLIST”  
 

 Offeror Proposal Checklist:  The Offeror will complete this checklist to ensure all requirements are met.  
This checklist must be included in the proposal as described in section V.E.  
 

Offerer Proposal Checklist 

OFFEROR NAME: 
  Offeror Verification  
Evaluation Criteria (mark indicates compliance) 
V.  Proposal Format 
A.  RFP Form   

B.  Letter of Transmittal   
C.  Executive Summary   
D.  Assign A Point of Contact   
E.  Checklist   
F.  Detailed Discussion 
     1.  Narrative Overview   

     2.  Scope of Work (Statement)   
     3.  Scope of Work (Technical)   
          a.  Contractor Pre-test   
          b.  Timeline   

          c.  Phone Numbers  
               (1) List Balance   
               (2) Obtaining Phone Numbers    
          d.  Interviewer Training   

          e.  Bilingual Interviewers  
              (1)  Routing System   
              (2)  Flag   
          f.  Weighting Requiremens    
          g.  Scheduled Callback Appointments    
          h.  Refusal Conversions    
          i.  Survey Response Rate   
     4.  Project Timeline   
     5.  Sample Codebook   
     6.  References   
     7.  Resumes    
     8.  Staff Assignments    
G.  Cost Proposal   
H.  Reference Format   
VI.  Appendix   
A.  Offeror Information   

     1.  Legal Name   
     2.  Authorized Representative   
     3.  Mailing Address   
     4.  Billing Address   
     5.  Certification of Incorporation   
     6.  Tax Forms (W-9)   
     7.  Proposal Statement   
     8.  Conflict of Interest Form   

 



Score will be assigned as follows: 

0 = Failure, no response 
1 = Poor, inadequate, fails to meet requirement 
2 = Fair, only partially responsive 
3 = Average, meets minimum requirement 
4 = Above average, exceeds minimum requirement 
5 = Superior 
 

ATTACHMENT #  3 
 

TELEPHONE SURVEY - SOLICITATION #RM5019 
 RFP EVALUATION SCORESHEET 

     
Firm Name:                                                      
        
Evaluator:                                              .        
 
Date:                                                     _         
 

    
  Score Weight 

(0-5) 
Points  

1.  Scope of Services  (40 points possible)  ---- ---- ---- 
     Contractor Pre-test 5.0 points possible  X 1  
     Timeline for Preliminary Testing 2.5 points possible  X 0.5  
      Phone Number 5.0 points possible  X1  
     Interviewer Training 10.0 points possible  X2  
    Bilingual Interviewers 2.5 points possible  X0.5  
      Scheduled Callback Appointments 2.5 points possible  X0.5  

     Refusal Conversion 2.5 points possible  X0.5  

     Survey Response Rate 5.0 points possible  X1  

     Sample Codebook 2.5 points possible  X0.5  

     Staff Assignments 2.5 points possible  X0.5  

2.  Experience  (10 points possible)  ---- ---- ---- 

     Resumes 5 points possible  X1  
     Reference from similar projects 5 points possible  X1  
3.  Project Timeline (10 points possible)  ---- ---- ---- 

      Estimated timeline to complete project 10 points possible  X 2  
4.  Cost  (40 points possible) 40 points possible   * Inserted by 

Purchasing 
TOTAL EVALUATION POINTS 

 
 

100 points 
possible 

 Total  

 
 *  Purchasing will use the following cost formula:  The points assigned to each offerors cost proposal will be based on the lowest 

proposal price.  The offeror with the lowest Proposed Price will receive 100% of the price points.  All other offerors will receive a portion 
of the total cost points based on what percentage higher their Proposed Price is than the Lowest Proposed Price.  An offeror who=s 
Proposed Price is more than double (200%) the Lowest Proposed Price will receive no points.  The formula to compute the points is: 
Cost Points x (2- Proposed Price/Lowest Proposed Price). 
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